
REMOTE DEPOSIT CAPTURE USER GUIDE 

Logging Into Remote Deposit Capture: 

Option 1: Click on the Receivables Tab in online banking and choose Remote Deposit Capture 

Option 2: Go to linkbank.com and click on the Remote Deposit login page and enter your Remote 
Deposit credentials 

Creating a New Deposit: 

Once logged in, select Transactions from the main sidebar menu 

Select Remote Deposit Complete 



Select Create New Deposit 

Choose the correct Location (account), Number of Checks in the deposit, and enter the Total 
Amount of the Deposit 

Load the checks into the scanner and then select Create 

The scanner will turn on and automatically feed the checks through the machine. Once all checks 
are scanned. Click Compete Deposit 



To send the deposit to the bank, click the checkbox beside the deposit and click Close Deposit 

 Note: If the check amount or MICR line cannot be read, you will still click Close Deposit and
the deposit will be corrected by the bank

The system will ask you to confirm closing your selected deposit(s).  Select Close to confirm closing 
the deposit(s) 



Reports: 

Log in to the system, and select Reports from the left main menu 

Under Remote Deposit Complete Reports, select Deposit Results 

Designate a Location for the report.  Select a pre-defined date range for the report next to the Quick 
Pick option, or specify a Start Date and End Date 



Select Get Deposits.  A list of batches matching the filters appears. 

From the Deposit Results page, select View  under the Item Details column to view events 
about that transaction in the deposit.  

The Items in deposit will appear.  To view batch details, select the icon under the Item Details 
column.  

The Batch Item Details page appears. 



Select Show Events at the top of the page to display a record of events for this item. 

For further instruction on how to use additional RDC features, please refer to the Treasury 
Complete Guide or contact Professional Services at professionalservices@linkbank.com 
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